Introduction
This report is designed to share information on the career advisor (CA) program in the Florida State University Career Center. Career advisors have been part of the FSU Career Center for more than 25 years. In fact, training career services practitioners is included as part of the Center's mission statement (Career Center, 2000b) . The FSU Career Center's use of paraprofessional career advisors has been documented in several publications (Lenz & Reardon, 1997; Peterson, Sampson, & Reardon, 1991; Reardon, 1996 ; Saunders, Reardon, & Lenz, 1999) . For purposes of this document, the career advisors who work in the Career Center are considered paraprofessionals. There is some disagreement about the use of this term.
Many career services offices use the term "paraprofessionals" only in reference to undergraduate students working as peer advisors in their center. In some settings, graduate students are considered pre-professionals. As Norm Stahl, Counseling Supervisor in the UCLA Career Center noted: "We do not consider our graduate counseling interns as 'paraprofessionals', but new professionals getting their final polish before they step into full-time work" (personal communication, July 28, 2000). Because our career advisors have not yet received their degrees and completed their formal training, we still consider "paraprofessionals" an appropriate term. The author hopes that the information shared in this document will help other career services centers in adapting aspects of this staffing model for use in their setting. for a telephone interview. Typical questions asked in the interview can be found in Appendix B.
Recruitment and Selection
We are particularly seeking candidates who already possess basic human relations skills and who have a clear interest in career services as part of their future career goals.
The Career Center will accept CA applications at any time during the year, but most new CAs are accepted for training beginning in the summer so that they can become part of the paid staff at the start of the fall semester. As indicated above, the majority of the Center's career advisors are graduate students, both masters and doctoral level. On a few occasions, undergraduate students have been chosen as career advisors. These undergraduates generally meet two criteria: (1) Checklists (see Appendix F) . The checklists are designed to get them involved in a variety of training activities in the Center. These are generally completed in a self-directed manner, and no time limit is set for their completion. After the CA completes a checklist, a supervisor will review the checklist with the CA to process the activity and to answer any questions. The checklists have been regularly revised over the years to keep pace with changes in Career Center resources and interventions. After completing the checklists, new CAs are given a list of 50 "Resource Assessment" questions (see Appendix G) . The questions reflect the kinds of situations a CA might encounter while working in the Career Library during the Center's drop-in hours. These questions are like a "take home, open book, final exam" for a CA in training. The questions are processed with one or more staff members as a small group activity. The questions are randomly drawn out of a bowl or similar container to approximate the varied 5 nature of actual questions asked of staff. CAs may refer to their notes. Staff also take turns at answering the questions to model how they would typically respond. At the end of this session, new CAs receive their career advisor name badge while the staff hums an off key version of "Pomp and Circumstance." These badges include the staff member's name and the title "Career Advisor" only. For drop-in career advising, there is no distinction with regard to title between student staff and professional staff, which helps to reinforce a team approach to service delivery.
One aspect of the Career Advisor role that is stressed is ongoing training and development. This goal is accomplished in several ways. Generally once a year, CAs complete a "Training & Development" survey (see Appendix H) . The information gathered from this survey is used in planning weekly CA staff meetings. These occur every week for an hour on Fridays. CAs are paid to attend this meeting. The focus of these meetings may include presentations by staff from other campus offices, presentations by Career Center staff, processing of client cases, and/or more activity focused sessions such as relays involving use of various features on the computer-based guidance systems, scavenger hunts to locate various resources in the library, etc. Some examples of these are included in Appendix I. These weekly meetings play an important role not only in skill building, but in team building as well.
One of the ongoing challenges of these meetings is presenting material that is helpful to both new and more experienced CAs. Experienced CAs are often used as facilitators in small group activities, and CAs who are completing internships are encouraged to develop a topic to present at one of the weekly meetings. Non-student professional staff members are welcome to attend weekly CA meetings, but attendance is optional. In addition, CAs who are completing internships are invited to attend the Center's administrative staff meetings that are held once a month. These meetings include all permanent and support staff.
In addition to these staff development meetings, CAs meet with their supervisors on an individual basis to discuss training survey topics that reflect skill or knowledge areas they hope to improve in. These meetings are important because not all of the training survey topics can be covered in weekly staff meetings. Topics on the survey may be the focus of a supervision session. In consultation with their supervisor, all CAs complete an Individual Learning Plan (ILP) for themselves, indicating activities they will pursue during the semester to improve their skills and knowledge (see Appendix J).
Roles & Responsibilities
The primary role of the Career Center paraprofessional career advisors is providing direct services in the Career Library during drop-in hours, 9:00-4:30. CAs who are appointed as graduate assistants, work 8 1/2 hours in the Center, have 1/2 hour of individual supervision and Each semester, career advisors are given a form and asked to provide the assistant director with a copy of their schedule, including class commitments, preferred hours, and other fixed commitments. The assistant director creates a master schedule to cover the drop-in career advising times from 9:00 to 4:30, Monday through Friday. The student CAs work alongside permanent staff members who are asked to work in the Career Library providing a minimum of two hours of drop-in career advising each week.
During drop-in hours, CAs see a diverse array of clients. While the primary clientele are university students, other individuals using the services include high school students, alumni, and members of the community and surrounding region. One of the unique aspects of service delivery in this setting is that CAs work from an integrated theoretical perspective that includes As with many Centers, there are slow times in the Career Library during drop-in hours.
During these slow times, career advisors complete activities on their ILP, as well as assist with 7_ library projects, coding and processing materials, updating resource guides, etc. They may also review new software systems, CD-ROMs, and/or Internet sites. Part of the philosophy of the Career Center's training mission is that these students may some day be managing their own center, so they need to be aware of the variety of tasks involved, beyond one-on-one counseling and advising. In addition to providing career advising in the Career Library, interns with a 20 hour week commitment will often work in other units of the Career Center (e.g., coop-internship office, career placement services) to help with various services and special projects such as career expo planning, on-campus interviewing, program evaluation, development of career resources, etc.
CAs are also given the opportunity to be involved in Career Center outreach activities, both Career Center sponsored presentations and external requests for workshops. Similar to other career center settings, CAs are encouraged to first observe other staff, assist with a presentation, and then assume primary responsibility for a presentation. Most of the Career Center's primary presentation topics (e.g., resume writing, interviewing, choosing a major) have prepared materials (Power Point presentations, hand-outs, etc.) that can be used to structure the presentation. In addition to formal presentations, most of the CAs assist at the Center's career expos and information tables (e.g., summer orientation, parents' weekend, senior day, major fair, and related events).
In addition to counseling, advising, and outreach responsibilities, graduate student CAs also have the option of helping teach a section of the University's three credit career planning class (http://www.fsu.edu/-career/sds3340.html). This class is managed by a Career Center staff member who also has a faculty assignment in the College of Education. After teaching the course for a semester on an unpaid basis while they learn how the course functions, these career advisors are paid a stipend of $500 or more to be a member of a teaching team for a section of the course. After serving as a teaching team member for a minimum of two semesters, career advisors with doctoral level status can serve as a lead instructor for a section of the course and are paid $1500 or more per semester. Finally, an additional activity of graduate student career advisors is serving as a peer career liaison to selected schools and colleges. CAs can work 5-10 hours per week as a peer s career liaison in conjunction with a "permanent" staff member assigned to that school or college.
Typical peer career liaison activities are described in Appendix L. Depending on the number of hours they choose to work, they are paid an additional $640-1280 per semester.
Supervision/Evaluation
Supervision of career advisors is provided primarily by the Associate Director for Career One recently initiated evaluation activity involves asking CAs at the end of each semester to complete this form on themselves. Staff members also complete this form on each CA that they supervise directly. These evaluations are subsequently discussed in an individual meeting.
CAs are also asked to compile a list of their activities and accomplishments for the semester.
This document is not only useful in the evaluation process, but it also assists CAs with their resume building. CAs who are completing internships also have academic departmentalspecific evaluation forms that are completed. These generally include both a mid-term and endof-term evaluation.
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Funding/Pay
The primary funding source for career advisors working as graduate assistants is the Center's expense and operating budget. The Center receives approximately $49,000 in what are called OPS (Other Personnel Services) funds. These funds allow the Center to appoint temporary staff, which includes not only the career advisors and career peer liaisons, but also students working in other areas of the center as technical assistants, graphic assistants, and related clerical support positions. The minimum salary per semester for 1/4 time graduate assistants of $1500 is set by the University. In addition to the salary, graduate assistantships come with a tuition waiver that covers typically 9-12 hours. After the initial semester, the pay rate is increased to $1550 per semester. CAs who are completing a 20 hour per week internship are paid as a graduate assistant for 10 hours. These paid hours cover the time they spend providing drop-in career advising coverage and attending the weekly staff meeting. The remaining 10 hours for other internship activities are generally unpaid, unless they are also teaching and/or working as a career peer liaison.
On some occasions, when OPS funds are depleted, funds from the Center's auxiliary account are used to appoint career advisors. These funds are generated primarily through student fees charged for access to the web-based registration and interviewing system or fees charged to employers. Those career advisors completing higher education internships or a doctoral practicum provide their services as unpaid staff. Some higher education interns and doctoral practicum students are offered graduate assistantships after completing a semester as an unpaid career advisor trainee.
Conclusion
The Florida State University Career Center has long had a commitment to not only providing quality career services to its clients, but also to training the next generation of career services providers. While many career centers have relied primarily on undergraduates to work as paraprofessionals, FSU has been able to draw upon graduate students enrolled in its master's level career counseling and higher education program, who have a demonstrated commitment to career services. Through the creative and ongoing efforts of many individuals over the years, the Career Center has developed a successful paraprofessional training program that not only equips career advisors with the skills and knowledge that will help them launch their professional careers, but also enhances the services of the Career Center by creating a quality team for providing direct services to its clients. What information/services do you think need to be emphasized more as part of training?
What information/services do you think need to be emphasized less as part of training?
Please suggest any other types of CA training activities/experiences that should be included.
What, if anything, do you think needs to be added to the CA guide?
Other comments/suggestions:
Please feel free to continue on the back or on a separate page. Given the varied nature of the issues encountered during career advising, it is difficult to identify any one focus for your initial training. There are certain items, however, that will help you as you begin assisting clients. Many of these items are covered in the checklist series you will complete.
CAREER ADVISOR GUIDE
If you need assistance to complete these activities, speak with a Career Center professional staff member, the Librarian, or an experienced Career Advisor. You do not have to complete these in the order presented; you can jump around and vary your learning experiences to suit your learning style. After completing the activities on the checklist, meet with your supervisor to review your experience with these items.
Begin reading the Career Advisor Guide; ask questions about anything that is not clear. You can complete other activities as you read the Guide but please read it thoroughly during the training process.
Locate your mailbox and begin attending to the materials in it. Note also the "holding files" in the 3rd file drawer in the file cabinet next to the large desk in the CA office. This file can be used for overflow, materials, projects that you need to store. Please don't use your mailbox as a storage facility.
Review materials on the Career Advisor desk and their purpose (sign-in sheet, blue notebook, counseling appointments notebook, computer appointment sheet, etc.). Check the materials located in the desk drawers (Individual Career Learning Plan, hand-outs, exercises, etc).
Familiarize yourself with services and offices in the University Center. Take a walking tour to locate offices near the Career Center--e.g., Dean of Students, Financial Aid, Withdrawal Office, Orientation, Center for Advising Undeclared Majors, Center for Academic Retention & Enhancement (CARE), Personnel, etc. We make frequent referrals to many of these offices so it is important to know where they are located.
With help from a Career Center staff member, learn how to answer the phone in the library area.
Use Career Key and learn how to locate materials in the Library. Use "Search by Major" to get a list of resources for History major and "Search by Occupation" for Psychologist. Locate resources from your lists in the Career Library. See the Career Library section of your CA Guide.
Briefly review the Module sheets located on the yellow rack next to Room A4108. Discuss with your supervisor how to use these with clients. After you complete your initial training, you are encouraged to go back and revisit module resources and activities that you need to learn more about.
Review a "What's Involved in Career Choice?" sheet outlining the Pyramid and thoughts associated with career choice (Copy available in cabinet against wall near Career Key).
Career Advisor Training Checklist I (continued)
Schedule appointment to use the CHOICES system. Select the option "Occupations with Secondary Schools." Use the Search feature with Occupations to generate a list of occupations and the Report feature to research a particular occupation. Access the Professional Manual on-line to learn more about using CHOICES. What is included in the CHOICES three-step career planning process?
Locate the series of books designed to assist job hunters find employers in Houston, Atlanta, or New York. What is this section of the Career Library called?
Complete paper version of the Self-Directed Search (SDS). With assistance from a supervisor or experienced CA, get an Interpretive Report. If you have already completed the paper version, you may complete the computer version instead. Discuss your SDS results with your supervisor. Review the Professional User's Guide, especially chapters 5 & 6.. Locate and examine the Undergraduate Academic Program Guide (Ready Reference shelf). Now go to the FSU web page and locate the on-line version; hint: on the FSU home page, select "Current students," then "Academics," then "Majors."
With permission of the CA and the client, observe and listen to a minimum of 5 career advising sessions. This will be an ongoing activity throughout the training process. Attend to the problem-solving process and how resources are used. Consider the following questions as you observe:
1. What method(s) did the CA use to establish a relationship with the client? 2. How did the CA assess the client's situation? 3. What were key aspects of the client's situation that the CA attended to? 4 As your training continues, you will be introduced to a wider variety of interventions. This training checklist, and future activities, will help you become familiar with these interventions. We encourage you to "dive in." The questions need no written answers, but feel free to jot down any notes or questions. As you explore these various resources, think about how your would use them in working with clients. As noted on the previous checklist, you may complete the activities below in any order.
Experience suggests that these training materials are helpful in providing Career Advisors with a basic level of competency. However, it is expected that Career Advisor trainees will engage in ongoing self-directed learning activities to enhance their ability to help students and other clients.
Complete the Choosing a Maior/Career guide (a copy can be found in the cabinet opposite Career Key).
Browse through the Career Files (File 2). How can you find materials related to a certain career quickly without having to obtain a Career Key printout?
Obtain and review a copy of the CACG Checklist from your supervisor. Practice operating the systems. Review selected manuals in the CACG Lab. Shadow a CA who is setting up someone in the Lab.
Obtain a complete printout on an occupation of your choice from the DISCOVER for Windows system. What other types of career/educational planning information are available through DISCOVER?
Find the description for "Food Batchmakers" in the O" Net Dictionary of Occupational Titles (found on the Ready Reference shelf). Note the coding system and the descriptive information included for each occupation.
Schedule an appointment in the CACG Lab to view the Adams CD-ROM on interviewing. Before viewing the CD, read its description in the CD-ROM/MM notebook kept on the shelf in the lab.
Locate "Concrete masons and terrazzo workers" in the Occupational Outlook Handbook (OOH) (Ready Reference shelf). Examine how the OOH is organized. Visit the on-line version of the OOH: http://stats.b1s.pov/ocohome.htm and locate the information on Social Workers.
Review the Resume Writing Guide. Observe a resume critique or attend a resume writing workshop. Have your own resume critiqued by a supervisor. Review the "Resume Critique Outline." Has this changed your ideas about writing resumes?
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--continued Review the "Guide to Good Decision-Making" hand-out kept in the left drawer of the Career Advisor desk or in the cabinet opposite Career Key; complete the "Guide to Good Decision-Making Exercise" for a career choice you might be making in the future.
Use the Peterson's Guides to locate graduate level programs in the Romance languages and also in one discipline of your choice. Visit the FSU web site under the "Current StudentsUndergraduate," "Beyond Graduation" section and review the information on "Graduate and Professional Education."
Examine the job notice files and notebooks (located on the tables under the clock); find elementary school teaching announcements and a job subscription bulletin containing "Current Jobs in Writing, Editing, and Communications." Use the "Employer Literature Holding" notebook on the CA desk to find an employer that interests you. Locate the information available in the Career Center Library for that particular employer. 
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CAREER ADVISOR TRAINING CHECKLIST III Below are activities to help you continue your training as a Career Advisor. As you can probably tell, this will be an ongoing process. The activities on the checklists are designed as an introduction to many resources. You are encouraged to go back and spend time with those resources and activities that you are less familiar with. When it is slow in the library area, this is a good way to improve your skills and knowledge as a Career Advisor. Locate and browse though the materials in the Career Center Library related to working, studying, or traveling abroad. What Career Center module relates to this topic?
The CEO office provides experiential opportunities to students (internships, co-ops..). View the CEO Orientation on-line at: http://www.fsu.edu/-career/ceo-orient/sId001.htm. Where in the Career Library can students locate additional resources on internships?
Browse through the section of the Career Library dedicated to individuals who are changing careers; review at least one resource that looks interesting to you; think about how you might use it with a client.
Visit the Career Center web site (www.fsu.edu/-career) and use Seminole Connection to locate a person in the Atlanta area who is employed in Marketing.
Find the various "Card Sort" activities available in the Career Center Library (on top of yellow file cabinets) and complete one that interests you. Discuss with a supervisor how to use card sorts with clients.
Review the guide Job Searching on the Internet and the notebook "How to Find Information on the Internet" (kept on the table next to Career Key); using the Career Key machine labeled Library 2, go into Netscape or Internet Explore; review at least 3 different web sites related to different topic areas, e.g., salary, government jobs, resumes, going to graduate school, etc. Think about how you would use this information with a client. 
Case Study
Marcie is a 19 year old sophomore. She was referred to the Career Center by an academic advisor. She has changed her major 3 times and is very frustrated because she can't seem to decide on one thing. She says "all of her friends know what they want to do." She had some difficulties with science courses and her GPA is currently a 2.8. She comes from a family where both parents went to college. Her father is an engineer, her mother is a physical therapist. She has an older brother who went to college and majored in Economics, but is currently working as an account executive for Motorola. Marcie said she doesn't want to end up like her brother, doing something unrelated to her major. Her previous work experience includes caring for children, food service, and working on campus at the Union information desk. She has thought about something in health care but is concerned about her ability to complete the science coursework. She is attracted to the health care field because of the money and job security.
Another area she has explored is communications but is unsure about which particular area in communications. She doesn't want to register for classes until she feels clearer about her major course. She is concerned about taking courses that might not relate to her major. c: \data \training \train3.doc 8/9/00
Developed by the Florida State University Career Center. Please do not reproduce without permission.
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Appendix G
RESOURCE ASSESSMENT
The purpose of this assessment is to determine your ability to generate career resources and related interventions which are appropriate for career advising clients. Each item represents a question, statement, or situation a client may present to you as you work in the center.
Please use a separate answer sheet for your answers and for each item, write the title of at least one resource you would use to help the client answer the question. All the materials in the Career Center are available to you. You may also consider what other interventions would be helpful with this individual, beyond specific resources. 
JOB SEARCH RESOURCES SCAVENGER HUNT
The goal of this exercise is for you to locate the specific resources listed below. While you may know of other resources that will answer the question or provide the information, the goal is to find the particular resource that provides the answer on the page number(s) listed.
1st ANNUAL CACG LAB RELAY Assign career advisors to the Garnet or the Gold team. Team GARNET Team GOLD
Rules:
At the sound of the bell, each team begins to complete the activities listed below. The tasks may be completed in any order you choose. First team to finish and complete the activities correctly will win the PRIZE. Please read the remaining rules and wait for the start.
The Assistant Directors will act as "monitor and referee" for the event.
No roughhousing, sabotage, or illegal tactics will be accepted.. Remember, it's all fun and games til somebody loses an eye! Be sure to check your printers, (hint-they do not have paper in them)
Activities:
1. Get a full printout from CHOICES on Educational Psychologist.
2. Use the SEARCH by major feature in SIGIPLUS to get a list of occupations for an English major.
3. Use the RELATED features in CHOICES to get a print-out of occupations related to Urologist, using Interests and Earnings as topics. 4 . Use DISCOVER feature to get a list of graduate school programs in Optometry in Florida and Georgia. 5 . Enter the following SDS scores R=11, 1=18, A=22, S=32, E=19, C=28 into the SDS-IR and get a professional summary. Specify age as 21, Gender: Female, 14 years of Education.
6. You are working with an adult client who held the following jobs: accountant, management analyst, and financial analyst; using the Work History feature in CHOICES, select the following skills: preparing financial reports, processing data on the computer; combine these skills with the Earnings topic to search for possible occupations for this client. How many occupations are on the list? Print the list of occupations. Interns/Practicum students are asked to keep a journal or log account for documentation of individual counseling cases, description of professional development activities, selfevaluation, outreach programs, and related activities.
The purpose of the journal is to help students review activities and interaction, evaluate current performance levels, and develop objectives for the next day or week's situation. It is designed to be a self-monitoring, self-evaluation tool for professional development in a professional work situation. The journal should aid in developing future personal and professional goals.
The journal entries should be written as close to the end of each work period as possible, and may include the following types of information:
description of client problems/situation. theoretical perspectives and analyses of client situations.
summary of intervention activities.
statements regarding the perceived effectiveness of interventions used to assist clients.
self-observations regarding strengths or weaknesses as a career advisor.
professional development activities (e.g., learning to use new assessment tool).
observations about strategies for improving Career Center services or personal effectiveness.
In addition to the above information, individual supervisors may make specific requests of interns or practicum students regarding information that it might be helpful to include.
You may keep a notebook with handwritten entries or use a computer to produce the information. Supervisors will use journals in the supervisory process throughout the semester, so students should be prepared to submit journals at any time and before scheduled evaluation sessions. Students may wish to discuss with their individual supervisor a specific day for submitting the journal that allows the supervisor sufficient time to review the journal prior to a supervision meeting. Supervisors may also review the information in client files and/or listen to tapes of sessions. 
